SECTION C PAGE 12C-59

DOCUMENT NAME: DITY Move Shipments
DAFIS DOCUMENT TYPE: 17

1. Description: Do ityourself, DITY move.
2. Primary Forms: DD-1351-2, Travel Voucher or Subvoucher

3. Related Forms *CG-5131, Standard Travel Order For Military Personnel
*DD-214, Certificate of Release or Discharge from Active Duty
DD-1299, Application for Shipment and/or Storage of Personal
Property (See Note 2)
SF-1166, Voucher and Schedule of Payments (See Note 3)
*Authorization Letter for Retirement
*District Housing Authorization Letter

Note 1. Complete preparation of these forms is vital.

Note 2: DD-2278 may be substituted for DD-1299, and if used no
approval letter or worksheet is required.

Note 3: SF-1166 must be clearly identified as DITY advance.

Note: * One of these will apply to each DITY move.
4. Document Number:
a. For PCS move use the TONO number from the PCS orders.
SAMPLE: 1794234P12345

Document FY Last nine
Type Funded digits of TONOSuffix
17 94 234P12345

b. For PCS move supported by DD-214, member's Social Security Number is used
in lieu of TONO.

SAMPLE: 1794123121234

Document FY Member's Social
Type Funded Security NumberSuffix
17 94 123121234

c. For District housing authorized move, use standard procedures for numbering.

SAMPLE: 1794904FABOO1
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4. c. (cont'd)

Document FY Procurement FY Contract Program Document
Type Funded Site Code Originated Region Element Sequence Suffix

17 94 90 4 F AB 001
5. Accounting Line:

a. For PCS, the accounting line should be on orders or in retirement letter. Object
Class will be changed to 2221 for transportation of HHG-PCS.

SAMPLE: 2/P/401/299/22/0/22/78040/2221

b. For housing authorized local DITY move, the accounting line should be in the
authorization letter from housing.

SAMPLE: 2/F/401/136/30/0/AB/12345/2221

6. FINCEN Critical Processing Requirements: Members must ensure all forms are
completed in entirety. The following information is critical for processing:

a. DD-1351-2. Claim for reimbursement must contain the following:
(1) Name, SSN, complete mailing address.
(2) Standard DAFIS travel order number.
(3) Total advance payment received.
(4) Complete itinerary - block 1.
(5) DITY move expenses - block 5.
(6) Signature and date - block 14.
b. The following supporting documentation must accompany the claim:
(1) DD-2278.
(2) Original certified weight tickets.
(3) Original copy of paid rental contract.
(4) DITY Move Certificate.
(5) Copy of PCS order.
c. Claims for reimbursement must be submitted with supporting documentation

directly to Dity Moves, USCG Finance Center, P. O. Box 4102, Chesapeake, VA
23327-4102.
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6. d. Requests for DITY move advances must be submitted to the local travel office
for payment authorization.

7. Other Information:

a. If vehicle used is borrowed, a statement from owner is needed giving permission
for use and type of vehicle.

b. If weight ticket(s) are not available and transportation officer has verified they were
unattainable and given a constructed weight for shipment, the need for certified
weight tickets will be considered met.

c. "After-the-Fact" approval will follow guidelines established in the COMDTINST
M4050.6, Coast Guard Personal Property Transportation Manual.

8. LUFS Information:
a. Obligation will transmit electronically via LUFS.

b. A copy of the form should be mailed to FINCEN and should have the statement on
the face of the document.

"OBLIGATION TRANSMITTED ELECTRONICALLY VIA LUES"

c. When transmitting to FINCEN only the obligation accounting information (XA
record) will be sent.

9. Document Flow:

TRANSPORTATION
MEMEER OFFICE FINCEN
Su ~hits Uenerates DD-1229
Ordere Alth o1y Letter
Lty Warksheet

Rzceives DD-126%
Mackage ar DD-2278

R 25l Canerates SF-1156 Pinerssns
Adviunge: Paymanl,
Receives Serds
Check Laeck
AITER MEMBER COMPLETES DITY MOVE
Sumblts DLE-1351-2 Raraivas Recaivas ?arn?le:ed
"ackags DD-1351-2 :lFl:J- 1351]-2
£oKage
Gl ection Maymeit

Figure 12C-30 DITY Move Shipments
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9. (contd)
Note DD-1351-2 Package includes the DD-1351-2, CG-5131, DD-1299, SF-
1166, copies of rental contracts on loan offer, and other receipts.

a. Figure 12C-30 describes the procedures for processing DITY Move Shipments
when payment is made by check.

b. The member submits sufficient copies of orders to satisfy distribution requirements
to the transportation officer.

c. The transportation office generates DD-1299, DITY Authorization Letter, and DITY
Worksheet, or DD-2278 and returns to member.

d. DITY advance requests by eligible members can be processed three different
ways:

(1) Through ACO issuing travelers checks.

(2) IMPREST fund advancing cash.

(3) DD-1166 forwarded to FINCEN for check to be issued.

Regardless of method used to get an advance it must be clearly identified on back
of members orders and on DD-1351-2 so FINCEN can liquidate when payment is
made.

e. When move is completed, member submits DITY move package with all
appropriate documents attached to Dity Moves, USCG Finance Center, P. O. Box
4102, Chesapeake, VA 23327-4102.

f. Transportation office completes DITY worksheet, if applicable, checks for
completeness of package, and forwards to Dity Moves, USCG Finance Center, P.
0. Box 4102, Chesapeake, VA 23327-4102 for payment.

g. FINCEN receives complete package, reviews, liquidates advance, and processes
for pay.

10. Sample Forms: See Figures 12C-31, 12C-32 and 12C-33.
11. PES Report Sample:

TRANS  BATCH COSsT OBJ UNDELIVERED ACCRUED
DOCUMENT ID CODE NUMBER CENTER CLASS COMMIT  ORDERS EXPEND EXPEND

1794234P12345N00 103F 94100F242 78040 2221 0.00 0.00 0.00 65.00
12. References:

a. COMDTINST M4050.6, Coast Guard Personal Property Transportation Manual.

b. COMDTINST M4600.12, Travel Manual.

c. Joint Federal Travel Regulations, Volume I.
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S/N 0102-LF-013-2803
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11/15/92 [FUEL FOR RENTAL 85.00 SUMMARY OF PATMENT
1/715/57 [WEIGH TICEET 10.00 Par fam
| r Atun! Exparss
B Ly dhrtisece 1chepherne culls ane cortifiol el aesciary e APFRONNG DFFICER o1 LS saoa Mioage or Transo Alkowarces
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11, BATMENT DESRED
& cece mE
& LEAVESTATEMENT sy s i Dt g 12 [ ren e EoUEETED
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5, ACCOUNTING CLASSFICATION T K J
6940201 2/PF40L/299/22/0/22/76040/2104
W COLLECTIONDATA
i TED BY |1| AUDTED &Y W[mwnmmmrmdnnmmn; [ Fail
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Figure 12C-31 DD-1351-2, Travel Voucher or Subvoucher
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APPLICATION FOR SHIPMENT AND / OR 1. DATE PREPARED (¥¥AADO) 1. SHIPMENT NUBMBER
STORAGE OF PERSONAL PROPERTY
e fore camplating form, read Privary A<t Statement on reverse) G3 = HNOV = 12 1/2
3. NAME OF PREPARING OFFICE 4. TO (Responsble ovgin Personal Property Shapping O ffice)
TRANMSPORTATICH COFFICE ¥, mana
USCG ACADEMY, MEW LOWDOH, CT C06320 TEEMSPORTATION OFFICER (FL)
S HAME OF DESTINATION PERSONAL PROPERTY SHIPPEING OFFICE b, ADDKILS IS 2 5
T.0. USCG BASE, 196 TRADD ST. (CAFS) %m% R
CHARLESTON, SC 29401 MEH LOMDORl, ©T 06320
6 MEMBER OR EMPLOYEE INFORMATION (AN3) 724-7810/7613
&, MARE [ ar, Firr deduiidle iefiall b A S GRA D 2, WM . AGLROY
Smithe, Sam M. ENS,/0-1 123-12-1234 U.5. COAST GUARD
7. REQUEST ACTION BE TAKEN TO TRANSPFORT QR STORE THE FOLLOWING
DL D GOODE el CORAPLRID BAGGAGE / IFEME ¢ 0, OF O R (Enrer Ty
() POUNDS OF PROFEVIONAL BOOW L, PAFERES, 151 EXPIBAIT AR CELUUABLE ITT®AY
1) FOUNDS 1500 LBS ARD EEUIFSLRT (Bdrr mane, of nat apphcatin HURSBLE OF LARTORG
o MOBLT HOSE TG fEsier woy i feer st incheh
F1F MERAL MURBLA 01 MG 1) W WE HEGRE 18] 1PPE [APANDD {Oesnte]
S MORE POME SEAVIES ABOULSTLD (X oy spubesislel {4 Cenignt Parkeg Tl ) Wi Hoeme Blakea
(e} Psiabe e | i | | {41 Suseedt ot G fe} Sirrd 2t Deyiinaiace
ﬁ._l!li SHIFMENT (STORAGE 15 REQUIRED INCIDENT TO THE FOLLOWING CHANGE OF STATION ORDERS
T — lb. 1SSLED A . MEW DUTT ASIENRAINT
emmaanant | K [asrevronanr COMDT USCG = CCC Neversail, PORTSMOUTH, VA
3. DATE OF GRER (rvMAenap = CADERL NLSETR T PEREGAAFH r 5. M TEANUT TELEPHONE MO, foachede Arve Cogel
531104 1294234P1 2345 B4 123-1234

R TRAWWT ADDAERS Garect, City, State, fe Comel

RT 1 BOX 1, ANYTOWN, NY OL234

9. PICKUP [ORIGIN) INFORMATION 10, DESTINATION BFORMATIOMN
& ADORELS (Siveer. At ity Cowety, Brane. sl fo Comiled & ADCRE R [Riraer, Aduess, Oy, County, i, sed Sip Code)
(7 mmtnbe b, ahio mckds mobes hise (0w name) W mobeds b, alto fichads mobile Sone oo el

ET 1 BOX 1

U.S. COAST GUARD ACRDEMY [GSKE) ANYTOWN, NY 01234

HEW LOWDOM, OT 06320

b, FrOnE MURARIR (Wiere are s Ginde) b AGEMT DERLRATED TD MECEWVE PADMCATY
(203) 444-1224 Su=ie Smithe
11. EXTRA PICEUP/DELIVERY ADORESS (If applicable)
12. SCHEDULED DATE (FYMMOD) FOR o race 93 Moy 24 bomexue O3 Moy 24 | eomnes 12/7/93
13. AEMARKS

T4, 0 CERTIFY THAT NO OTHER SHIPMENTS AND/OR NONTEMPORARY STORAGE HAVE BEEN MADE UNDER THESE OADERS EXCEPT AS INDICATED
BELOW (If nane, indicate "NOME,

+ FPADOSA b 0 & MET POUNDE . POUNDL OF PROFCSSIDAEL BSOS,
(At o gt ) FAFERE, DOUPWENT (Actusl o L)

15. CERTIFICATION OF SHIFMERT RESPONSIBILITIES 5 TORAGE CONCHTIONS.
| Certify that | have read and undertand my shipping responubilites and storage condmani gonted on the reverse side of this form

* VGHATUR]L OF ATLMSERIEMPLOTEE & GATE Lonio o ADEAESE OF CORTAASTON (Serct, Gy, Stale ad Sip Cave)

= MAML OF CONTRALTON [Dviges (FM & ron-femperan sigrage!

16, CERTIFCATE IN LIED OF SIGNATURE OM THIS FORM IS5 RECPUIRED WHEN BEGULATIONS 5O AUTHOSLEE, ﬂrmfi;! = baggage, hawsehadd
goods, mibile home, and /! or grofesnanal books, sapers and equipment authorized to be ipped at QowerNmEnt expense,

& RLARON FOW NONAVAULAERITY OF LG TUM] b CERTFED Y (Lagnanire)

L T

1D Form 1299, DEC BS Effective Jume [, 1986 all previcus editions of this form are obsolete,
4 alee-Lr-G01-2592

Figure 12C-32 DD-1299, Application for Shipment and/or Storage of Personal
Property
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| BEPARTUENT.QF STANDARD TRAVEL ORDER S
U.E COAST GUARD FOR MILITARY PERSONNEL
CG-5131 (Rev. B-5<]
Foncura; I. TRAVEL QREER NO,
SUPERTNTEMDENT, U.5. OORST GUARD ACADEMY
k=11
EMS 5. M. Smithe, 123-12-1234 CIC-G  1294234P12345
VA 2, AUTHORITY
COMDT MSG 0200237 -
r:-_._rlﬂlﬂll1 AMD REFDAT (4 THE ORDEA LifTED aEucw.
ESTATION/PLACE MATURE OF DUTY AEPORTING TIME/DATE
COMMANDITNG OFFICER FASDU
| UsCoC Neversail (0BC 12345Q) RPT MLT 94 JAN 22
(BOM 1234567 )
4, A THAIS ONDE®S COMSETITUTES A FESRMARNENT CHMANGE OF ST AT ISR
Ay i i PORTSMOUTH, VA

B, FERMANENT STATION REMAINS

£, SUGKIT & MEW CE-IE38, OFFICEH ASSIGMMERNT DATA CARD SR CG- 4356, EMNLISTED ASIISHMENT O ATS Pk, af
AFPLICABLE, N ACCORDAMCE Wi'TH CURRENT GuS@CTivVES,

LS UFDH COMPLETION OF THIS TEMPORARY ADDUTIQMAL DUTY, YO wWiILL METUAN TO YOUR REQULAR STATICH AMD RESLME

FOUR HESULAR OUTIEE. O] s T/REVIEIT AUTHO M ZED M CONMECTION WiTH THIS TEMFORARY ADDITIONAL BUTY.

b OCLAY AuUTHORIDED: fDpa} LEAVE, OTHER DELAY AS AUTHORIZED BY AESULATIONS OF ENOCASEWMENT HEREOHN .
T, LEAVE fAddrees Pt F
[0 ol grae 0, RECORDS OISFOS|TION SERVICE: MALLED
LT

hrl;.n.;.'l'u. HMATLED

3. TRAVEL NECESSARY TO THE CXECUTION HEAEDF |8 MEQUINED IN THE PUBLIC INTEREST AND IS AUTHORIZED CHARGEABL E AQAIMNST:
APPROFAIATION GOPERATING GUIDE COST ACCOUNT OBJECT ACCOUNT .- PROJECT MUMBER
R AR SEE BELOW T o e i T o e i e i

10, TRAVEL If AUTHORMIZEID OR'BIATCTED ASINDICATED BELOW: (Check apprapriate block)

d FOR ENLISTED FERSOMNCL PERMANENT CHANGE OF STATION oMLY {(InCludlng temoordry duly e foule): TRAVEL BY

X FRIVATELY OWNED CONVEYAMCE IS AUTHORIZED, (Sea Section 4:0, Parsonns Manusl)

b THAVEL ViA GOVERMMERNY TRAMNEFORTATION 1§ SIAECTED REVOND THE CONTIMNEMNTAL LIMITE OF THE U S WHEREVER
AVAILABLE, TRAVEL VIA COMMEACIAL CARMIER IZ AUTHOMIED WHEN GOVERMMENT TRANSFORTATION if HQT
AVAILABLE FOR MAC, CLARE TWO FRIQRITY IS CERTIFIED.

£ THAVEL |15 DIMECTED BY COMMERCIAL CARRICA ON TRANSPORTATION HEQUESTS, WHEN TRANSFORTATION REQUECSTS
ARE AVAILAGLE, OTHERWIGE AT GWHN EXPFEMSE, SUBJECT TO REIMBURSEMERNT

4, TRAWEL AT Bwn EXFENSE 15 AUTHOMZED, SUDJCCT TO ACIMBURSEMENT. (TAIS alaGne dost not suthorze Enilied Parsonnel

¥ Lz traved by Drivately cened COnveyance.)

2 FOR TEMEORARY ADDITIONAL OUTY OROCAR SHLY:
(81 Traval by srivsbaly ooned sonvey ance i Bsthodiied 248 13 mare ddvanlapious 1B Lhe Sovemneant,

[2) Travel by privately owned conveyance b ssthoried, (Asthoried only shen safTiciear e 1o sdlow s driwing & granied,

PE A MELEASE FROM HAMOAFSAY ASSIGMMENT T8 SOVERNMENT HOUSIHG MUST BE OSBTAINED FRoM vOUR HEW COMMAND FASA T
FRAOCURING HMOUSIMG 1M THE CIVILIAN SECTOM OF THE AREA SURRGUNDING YOUR SEW BUTY STATION.

I ADBITIOMNAL INSTRUCT IOMNS =

ACCIG DATA: 6940201  2/P/401/299/22/0/22/78040/2104
AUTHORIZED ADVANCE MILEACE AND PERDIEM

AUTHORTZED 30 DAYS NONCHARGEABLE GRADUATION LEAVE.

MEMEERS HOME OF RECORDS: ANYTOLM, WY

DITY MOVE IS AUTHORIZED

13 DISTMISUTION:
COMDTLC-PIM=2/0), ACADEMY (PRU/PE/CA/MO/SR). CC FINCEN, USCGT

A AUTHENTICATIMG SIGH ATURE tE OHOEME RESEIVER {Sule, Mace, Sigradurd af Trikaids)

R. K. GIRED, ¥NCS, USCG 93 DEC 22 KEW LOMDCOM, CT

FRAEWIEUE EDITHSN M AT BE LWED SH 7530-01-GFE-185a

Figure 12C-33 CG-5131, Standard Travel Order for Military Personnel
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